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SECRET 


TRANSPORTATION DIVISION 
LOGISTICS OFFICE 


DISCUSSION 


25X1 A 


While no significant organisation ©Ranges are required in the Transportation Division several 


minor changes are proposed in order to 
consist primarily efi (1) establishing a 


frher clarify funetioflgl 


25X1 A ^ se the movemenb of cargo in and out of the 


esponsibili ties © These 

the Cargo Branch t© super- 
bnd to supervise the truck fleet 


p 


assigned for support of the Depoij this function icmasrjy repotted directly to the Chiefs 
Transportation Division, and (2) refinement of staff and line functions within the Division 


JUSTIFICATION 


The Staffing for the Transportation Division proposed herein is baaed upon past# current and 
anticipated workload and the lumber of personnel presently assigned^ Based on these consider 

1 . . % v a T<iorf/n 1 & TflKUft nf Qrcr; 


anticipated worxjto&a ana we mawci' wa ^ on ttaa 

Uon© and supported by workload data (see next pagela Table of Organisation of 
is proposed© The present approved T/0 consists ef| | positions© 


considers- 

[positions 


S 
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SECRET . 


STATEMENT OF FUNCTIONS 

TRANSPORTATION DIVISION 
LOGISTICS OFFICE 



Under the supervison of the Chief of Legistiea, the Transportation Division provides for the 
movement ©f Agency supplies and equiptcent, personnels household goods s and privately owned automobiles. 
Develops .and roeomends transportation regulations, procedures, and programs which will insure 
timely” movement of personnel, equipment and supplies to meet operational requirement in the meat 
efficient and economies! mamer. 


1- Develop, recommend and implement regulations and procedures pertaining to the transport*- 
tion of personnel, equipment and supplies} the operation, use and maintenance of Agency 
controlled motor vehicles. 


f 


2* Provide Staff and Technical Guidance with regard to all Agency transportation matters. 


% Formulate plans, policies sM technical methods far the training of personnel engaged in 
transportation activities © 


5, Provide motor truck transportation for the movement of Agency equipment and supplies in 
the departmental area and fear long distance hauls o 


25X1 C 


V 

f 


25X1 C 


6o Provide headq uar ters motor peol service and scheduled bus service, 

?6 
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SECRET 

STATEMENT OF FUNCTIONS 
OFFICE OF THE 
TRANS FOETATIOH DIVISION 
LOGISTICS OFFICE 

I« Advises the Chief of logistics and other organisational elements of the logistics Office 
and the Agency on miters concerning transportation services and traffic mamgameat* Arranges 
for the transportation of personnel* property and supplies , 

Organizes* directs* and supervises the activities of the Transportation Division in such 
a manor as to ensure that the mission of the Division is accomplished* 

3. Delegates authority and responsibility to Transportation Division Staff and Brandi Chiefs 
as necessary to accomplish the Division Mission in accordance with instructions and directives 
regarding delegation of authority and responsibility* 

4» Effects liaison with lateral organisations and/or offices of the Agency* other Government 
agencies and departments and commercial firms as necessary to accomplish the mission of the 
Transportation Division* 



- 1 


Approved For Release 2002/05/08 : CIA-RDP78-04718A001 100050056-5 



Approved For Release 2002/05/08 : CIA-RDP78-04718A001 100050056-5 

SECRET 

STATEMENT OF FUNCTIONS 
PLANNING AND CONTROL STAFF 
TRANSPORTATION DIVISION 
LOGISTICS OFFICE 


lo Advises the Chief, Transportation Division, on overall objectives and accomplishments of the 
Transportation Division* 

2 o Develops, coordinates and recommends functional plans and long-range plans with reference to 
transportation activities and facilities* 

3o Reviews and coordinates proposed Agency transportation policies and regulatory material developed 
by other components of the Transportation Division; prepares such material in final form for submission 
to higher authority for approval,, 

lu Coordinates the preparation and submission of the Transportation Division budget, and revisions 
thereto, to the Chief, Transportation Division, for approval | and assists the Chief, Transportation Divi- 
sion, in presenting same to higher authority* 

5. Makes continuing review of the organization and functions of the Transportation Division and 
makes appropriate recommendations to the Chief, Transportation Division* 

6* Supervises the development of, and recommends reporting procedures; consolidates reports from 
Branches of the Transportation Division and other transportation activities; reviews and analyzes reports 
and rft&kes recommendations to the Chief, Transportation Division® 

7o Effects liaison with lateral organizations of the Departments of the Army, Navy and Air Force 
and other Government Agencies, and with lateral components of the Logistics Office and the Agency with 
regard to transportation policy matters* 

8 e Reviews Public Laws, I*C.C* Regulations, Regulations of Dopa rtments of Defense, General Services 
Administration and other Government Agencies and other pertinent directives and advises the Chief, Trans- 
portation Division on transportation matters included therein® 


SECRET 
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STATEMENT OF FUNCTIONS 
PLANTING AND CONTROL STAFF 
TRA$S PORTA TION DIVISION 
LOGISTICS OFFICE 


% Recommends and coordinates the development of programs, methods and procedures for training 
in technical transportation matters „ 

10 o Reviews , coordinates and recommends appropriate procedures for obtaining, evaluating and col- 
lating information necessary to properly advise the Chief, Transportation Division, on all matters 
pertaining to the allocation, operation, use, and maintenance of Agency motor vehicles* the movement 
of employees and dependents and the shipment of personal effects, household goods and privately owned 
automobiles; and transportation of materiel. 
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STATEMENT OF FUNCTIONS 
ADMINISTRATIVE STAFF 
TRANSPORTATION DIVISION 
LOGISTICS OFFICE 

1® Determines and recommends office adndnis trativo procedures and policies. 

2* Receives, suspends, routes and dispatches official correspondence j maintains the Trane* 
portation Division control and supervises the records retirement program. 

3* Maintains a current file of publications and directives. 

h. Recommends personnel policies and procedures, to include personnel management and record 
keeping. 

5o Prepares all personnel actions affecting personnel of the Transportation Division. 

6. Maintains liaison with the Personnel Branch, Logistics Office, on matters affecting personnel 
of the Transportation Division. 

7. Interviews or arranges for interviews of applicants and prospective employees. 

8. Develops personnel training requirements for the Transportation Division in conjunction with 
policies established by the Logistics Office and arranges for the enrollment of personnel in the 
required schools and *t*©ining programs. 

9. Prepares travel orders and travel vouchers * required. 

10. Prepares requests for office space, office equipment, tol^nhone service, parking permits and 
other general administrative services. 


SECRET 
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SECRET 


STATEMENT OF FUNCTIONS 
ADMINISTRATIVE STAFF 
TRANSPORTATION DIVISION 
LOGISTICS OFFICE 


11. Reviews correspondence prepared for the signature of the Chief, Deputy Chief, and Executive 
to ensure compliance with pertinent regulations and directives pertaining to the preparation, rou ting , 
distribution and security classification. 

12. Advises the Chief, Transportation Division, on matters pertaining to internal security. 


SECRET 
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smbbwe op mmxom 
t'tuti&mm wmmm siabch 
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1. staff as& 4@ehaieal eu^arrisioa ovsa* transportation raattsrs pertaining to ths 

aavsssnt of Afiassy personael, fcfceii* dspea&aoftfc, houhehoM effeeta, prtv&taiy oeusd aatosobiiaa ami 

OSggBg©* ^ 


3. Reso8»»8d» and i^lcasats polisieo for distribution of passenger traffic via eaasercial carriers. 


** ^525** **“ a « se3sa3r y <==®«iiaatio« with the Direetor of Sransportation, Traffic Division, Se a d- 
<jii£>^^rs P for souring sly aovcaieiat d^igssators asd r© 0 $rvijag pagg^nggr ep&g$ os E\TB airex&f t . 

5» Prepares 023 d eubalte laoctbly £ar$eaeta of Agonoy p&somtger reqairesioats on airorof^* 

aad of household goods, ^&<ma effeeta, aut<mMlao* 

“* lasggsga of Agsesy SB^loyess to «U porta of tho world, outside the lilted State®, its territories 
a»d poo sessions, in aocordaase vith existing policies, regulations and pro^edirras • 

?’ *ffange» ^ or Sisshorgo at port of entry, eusicea slearansa, island transportation, vsat>aftkiaa, 

aelivery to quarters, aad necessary esrtage incident thereto as authorised c® ehipaents of household 
goods, psraeaal offsets, 8Mtc®obiiea end baggage of Ageasy e&yloyeee returning to ths United States 
rrora overseas iaetallaticas . 

8. Arranges f or tho storage in the United States; of household goods aad personal offers of A aesay 

pereonnel as authorised. ^ 

9* Arranges for Chartered bus asrviea in aagordaus® with Agonoy regulations a®d policies when 
trsq^irecL L 
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STATEMENT op FUNCTIONS 

passenger movement branch 

TRANSPORTATION DIVISION 
LOGISTICS OFFICE 


iO Reviews existing Agenc regulations policies and procedures governing travel and transportation 
and ssakes necessar reeonaendations for the Isrplensmtation and changes of these directives- 


25X1 A 


1 1 Maintains a pett cash fund for the purpose of reiabursing Agency esroloyess using taxicabs and 
other public transportation while on official business in the Metropolitan area of Washington, D- C 


12 Arranges for the procurement, safeguarding and Issuance 
used by all components of the Tranoportation Division 


of 


Bills of Lading 


-4 
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mnmm op vmmom 
passes}® mmm ® branch 
m®pc®mTiOB division 

LOGISTICS OFFICE 


Inb oun d Sg g tlga 

1 Arrange far the discharge at port of entry, euatass clearance, inland temsportaiion, t^spomry 
store^e, unpacking, delivery to quarters, and naees&ary cartage incident thereto, as authorised <m 
shipment of household goods, personal effects, autossobiles and baggage of Agency employees returning 

to the United States frcaa the field. 

2 Maintains necessary records and files pertaining to inbound shipments of per©onal effects, house- 
hold goods, automobiles and baggage of Agency employees . 

3 Verifies services ren de red and prepares for certification by Chief, P&ssn&ger Movsasnt Branch, 
bills for paya^nt for the aoveasnt of household goods, personal effects, primtely otmad automobiles 
and baggage 

Outbound Section 

1 Arranges for the poshing- crating and sb^psant of household goods, personal effects, autossobiles 
and baggage of Agency employees to all parts of the vorld, outside the United States, its territories 
and possessions as authorised 

2 Arranges for the storage in the United States of household goods and personal effects of Agency 
personnel as authorised 

3 Prepares »«d issues Government Bills of lading. 

k Verifies services rendered and prepares for certification by Chief, Paasangor Ifcvessmt Branch, 
bills for payment for the movement of household goods, person®! effects, privately earned automobiles 
and baggage 

5 Maintains necessary records and files pertaining to outbound shipments of parsons! effects, 
household goods, automobiles and baggage of Agency employees 

»/ ^ 

SEC R/E T 
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SECRET 


STATBHSOT OF FUNCTIONS 
CARGO BRANCH 
TRANSPORTATION DIVISION 
LOGISTICS OFFICE 


1. Plana, arranges for, and coordinates all aepecte of the movement of material by ail aetbods of transportation 
Trosi point of origin to destination* 

2, Coordinates the booking of space, processing and issuance of necessary documents and manmak of cargo to 
porta of embarkation via government channels or commercial carriers. 


3. Develops information relating to routes and schedules of carriers, ole«red contacts of commercial and 
governmental carriers, and regulations and requirements for cargo shipment. 


25X1 C 



5. Provides technical advice and guidance for all phasss of the shipment of Agency eargo. 


6 Provides information and assistance, as requested, relating to the shipment of materiel for operational 
° $£££ SSmSLS mode of shipment to shippers on the basis of operational requirements. 

7. Recommends necessary changes or additions to Agency regulations and directives relating to cargo movements. 

8. Maintains liaison with Comptroller's Office in the handling of carriers' invoices and processes vouchers for 
papmnt* 

9. Contacts carriers end other governmant agencies where necessary to expedite shipments and to procure nscessary 
shipping docurosnts* 

^ A 4 ^— 1 ^ ohinmAnt of ksz&TLPv m&teriol f ron ov©rce»» stations* Furnishas shipping instructions* via 

i0 - ;szs^s?s g oSsss,i.^!r — «**—« •» 

requiraiaants for receipt at&tesida* 

U. Determine applicability of various lav* . end reel at . 1 one admin i stered by other Government agencies as relate d 

to Agency shipments. Secures licenses l11T ,d 

from the Department of Conaerce for the exportation 01 other nwnu. reouire- 

aM outbound shipments by the Coast Guard or tte Bureau of Customs, as applicable, to protect secu-ity req 

25X1 A Approved For Release 20e2©£^B 1 :BCIA-RDP78-04718A001 100050056-5 





Approved For Release 2002?oS/d8 ?dA*RDP78-0471 8A001 1 00050056-5 

STATEMENT OF FUNCTIONS 
Oahoo BRANCH 
TRANSPORTATION DIVISION 
LOGISTICS OFFICE 

iE®nts or to obtain exemption from such requirements for particular shipments. 


12, Performs necessary staff planning, coordination end movement control functions for tha movement of careo 
and scheduling of trucks for over-ths-road requirements. 

13* Develops appropriate procedures for obtaining, evaluating and collating information necessary to properly 
adrioa tha Chief, Transportation Division, on all matters pertaining to the shipment of cargoes world-side* 


25X9X1 A 


Documents and Services Section 

1» Maintains records necessary for certification of vouchers covsring transportation charges submitted by 
commercial carriers, Agencies of the Department of Defense, and the U, S. Despatch Agent, and other 
Government Agencies} and processes the vouchers for payment* 

2 0 Maintains the Branch fils system, and requisitions supplies and related services, 

3* Furnishes on-the-job training to clerical employees throughout the Branch. 

ii„ Extracts and distributes pertinent shipping information from incoming TWX'a or other correspondence. 

5<. Maintains records of the issuance of bills of lading, and files of publications necessary for the operation 
of the Branch. 

6. Prepares, maintains, and submits time and attendance reports of the Branch. 

7. Receives and dispatches incoming and outgoing Branch correspondohce. 


1. Acts as transportation agent and traffic manager for the 
portation of supplies into and out of the Depot, 


25X1A 

arranges end supervises trens- 


2. Responsible for maximum freight consolidation of less than carload and less than truckload lots. 

3. Prepares and maintains necessary documents on routings and releases, and diverting shipments. 

OT 2f « 
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SOCKET 

STATEMENT OF FUNCTIONS 
CARGO BRANCH 
TRANS PORTATIGN DIVISION 
LOGISTICS OFFICE 


■4s Insures conformance with carrier freight classification m& rules* regulation#* md tariffs prescribed 

by Interstate Coraaerca Commission, and other applicable authorities* 

% Traces and expedites shipments, 

6 C Responsible for the proper preparation and accomplishment of bills of lading in accordance with existing 
instructions, including tha completion of bills of ladings 

?« Is responsible to the Chief of Depot for preset loading and unloading of freight cars in order to prevent 
demurrage charges* 

8, Supervises and provides the assignment of mobile equipment used in the mGromoni of materials in and out of 
the Depot* 

9* Be familiar with and maintain files as necessary of* 

&« Rules* regulations and practices of Association of American Railroads, taerican Trucking Associations 
and commercial air organisations* 

b* Regulations regarding the Issuing of transportation requests and bills of lading® 

Co Demurrage and storage rules and charges applicable to the Depot > 

d* Tariffs and schedules of Commercial Transportation Companies (rail, air and motor) which serves the area 

in which the Depot is located* 

D* Arranges for unloading facilities when Depot ie unable to provide same® 

11* Maintains and submits report to higher authority when required through Chief of the Depot* 

12* Operates the truck fleet assigned for support of the Depot, local drayags in the Washington Area* and super* 
vises the perfoztnance of driver maintenance on all trucks assigned for thes® purposes* 
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STATE®/? Qp FACTIONS 
CABQO HUNC5I 
TRAHSPQRTATICN DIVISION 

awrancs office 


g l&ne fend Projects Section 


-u Davsiop* policies and procedure* relating to the movement of supplies and equipment. 

2 . Prepares studies on foreign transportation facilities, with particular emphasis upon transshipping 
arrangements that are available to tbs Agency such as Are Wing and Air Attach* sort Ambassador fli^jta. . 

3 . Develops 3 analyses and interpret* tranaportation cost data to destinations throughout tee world in order 
to dstarari.no the aost acannslcal scans available. 

kf Prepares cost estimates for specific movements. 


5* Pr^>»«s studies of transportation routes and schedules in order to determine and compile the most 

expeditious means available. 


25X1 C 


6 » 

?. Maintains currant info rm a t io n on field stations rslatlvs to receipt of Agency shipments. 

b. Maintains liaison with tee Operating Divisions and Support Staffs in order to reduce to a ainioua crash 
and emergency shipments* 


7 9 




Prepares and submits monthly forecast of Agency cargo requirements for m o v em ent via Military Air Transport 
o#rvlo0« 


Prepares cost salywes in connection with the m oro as a t of things. 

Prepares studies of class and commodity rates in connection with the shi p pin g nosisaclaturo of Agency 
materiel in order to obtain moat economical rates. 


•£- ,'4\ 


j2« Assists the Chief* Cargo Branch in supervising and coordinating shipments of major inportanoe or special 
shipments handled under unusual conditions. 


13. 


Maintains liaison with appropriate elements of 
civilian agencies. 


the Department of Defense and other governmental and 
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STATEMENT OF FUNCTION 
CARGO HUNCH 
TRANSPORTATION DIVISION 
LOGISTICS OFFICE 


Cargo Control Section 


25X1 C 


ho Performs necessary staff planning coordination and movement control functions for movement of cargo and 
scheduling of trucks for over~th®~road requirements® 

5* Maintains close contact with Agency Depots to coordinate the moment of cargoes to the ports in a timely 
manner o 

6o Provides follow-up action to ascertain the status of all cargoes and tak©s necessary action to prevent 
shipping delays® 

?* Prepares the Cargo Branch weekly activities report and the monthly freight traffic report® 

8* Receives and disseminates all shipping information throughout the Cargo Branch® 

A rea Sections 

X« Develops movement plans for the secure* expeditious and economical shipment of supplies and equipment to 
and from Agency establishments in the geographical area or areas of the world with which the section is 
concerned® 

2* Performs selected parts of the work involved in determining the means of transporting each cargo j prepares 
instructions* notifications and other documentation for each shipment* 
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STATEMENT OF FUNCTIOIB 
CARGO BRANCH 
TRANSPORTATION DIVISION 
LOGISTICS OFFICE 


l|o 

5 . 


Compiles and maintains necessary records to assist in planning for the most efficient, secure and 
economical shipment of cargoes. 

Prepares necessary correspondence involved in the shipment of cargoes. 

Coordinates with the Chiefs of the Cargo Control and Documents end Services Section in resolving Questions 
and problems in which they have primary responsibility but which require information from an Area Section, 

Advises Chief, Cargo Branch, on all matters pertaining to shipments within the geographical area including 
change of policy, change of address. Security problems, and all special shipments of an unusual nature. 
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HIGffifAY ERAJCT 
TRAESPORTA.TIOH BIYTSIOH 
LOGISTICS OFFICE 
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t 

STATEMENT OF FUNCTIONS 

HIGHWAY BRANCH 

TRANSPORTATION DIVISION 
LOGISTICS OFFICE 


lo Provides headquarter 8 motor pool service to include ac&Bduled and special Agency bus ser= 

vi mo 


25X1 C 


3o Coordinates matter® pertaining t© the administration* operation and maintenance of Agency 
mator vehicles located within the continental United States, with appropriate officials of the Agency 
and other Government organisations as dictated by the particular circumstances in each instances 

i*o Establishes and maintains a Branch records system which will provide for the internal control 
of the Highway Branch* 

5© Develops and recoBaaends policy with regard to Highway Branch operations and assists in the 
development of technical material pertaining to the operation and maintenance of Agency motor vehicles © 

6o Develops appropriate procedures for evaluating and collecting information necessary to 
properly advice Chief* Transportation Division* on matter® pertaining to allocation* operation* use and 
maintenance of Agency motor vehicles world wide© 

?o Provides technically qualified personnel for the conduct of appropriate inspections as 
directed© 

8o Develop® and supervises the Agency driver testing program© 

V 

9o Controls the ieeu©* use and safeguarding of all Agency property assigned to tb© Highway Branch 
in accordance with appropriate AgenMy regulations© 

10o Prescribes and enforces adequate procedures and safety standards for Jthe geeeipt* storage and* ' 
issue of petroleum products and other hazardous materials required by the Highway Branch© 



SECRET 
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STATEMENT OF FUNCTIONS 

HIGHWAY BRANCH 

TRANSPORTATION DIVISION 
LOGISTICS OMCE 


Mo Provides motor transput service for the movement of supplies and equipsont in the depart® 
issni&l area and for long distance hauls© 

12© Reviews and consolidates budget estimates of funds for the maintenance and operation of 
transportation equips@nt # to include operation of motor pools and prepares detailed justification and 
substantiating data for the defense of such consolidated ostimtes© 

13a Reviews and analyses reports of vehicle utilisation and makes recosssend&tions accordingly© 

Hi© Reviews Tables of Allowances to determine adequacy of typos and quantities of vehicles 
authorised in such docusaents® 

15 o Reviews Interstate Comsr®© Comission and other regulatory material and directives to insure 
compliant© therewith in all phases of motor vehicle operations © 

16 0 Procures and distributes license tags when required for vehicles in the Continental United 
States and maintains a central registry for such tags© 


17o Recommends disposal action for unserviceable vehicles or vehicles in excess of requirements© 


Administrative and Supply Section 

lo Maintains Tira and Attendance Reports for all employees of the Highway Branchy Transportation 
Division© 


2c Procures and maintains records of all Highway Branch supplies and equipment in accordance with 

appropriate Agency regulations© 

3, Receives and compiles data required far internal control of the Highway Branch, and for the 
preparation of required reports© 

1*© Establishes ami operates the Highway Branch automotive parts stockroom© 

\z - 
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STATEMENT OF FffifOTIQIfS 

HIGHWAY BRANCH 

TRANSPORTATION DIVISION 
LOGISTICS OFFICE 


25X1 C 
25X1 C 


So Conducts th© Agency driver testing program and maintains records of permits issued* 

Operations Section 

lo Provides headquarters motor pool service© 

2© Provides scheduled and special Agency bus service in the metropolitan area of Washington* Do Co 

3o Furnishes required operational data and reports to Administrative and Supply Section** Highway 
Branch© 

i*« Provides motor transport service fee* the movement of supplies and equipment in the Departmental 
area and for long distance hauls* 

Maintenance Section 

lo Performs preventive maintenance* servicing and ad nor repairs for all Agency mote* vehicles in 


2o Provides for the technical inspection and processing of all newly acquired Agency motor 


vehicle* received in the metropolitan area of Washington. D a C*. 



n 


3© Inspects services performed on Agency motor vehicles under terms of contract agreements © 

ho Provides required maintenance data and reports to the Administrative and Supply Section* 
Highway Branch© 


SECRET 
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